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1  Using the F9 Userôs Guide 

 

Is the F9 Userôs Guide for You? 
 

It is if you have: 
 

Å a registered release of F9 installed 

And you are a: 
 

Å MicrosoftÈ Excel user 

And you see: 
 

Å    No problem with drastically reducing your financial reporting and analyzing workload. 
 
 

What Will the F9 Userôs Guide Do for You? 
 

The F9 Userôs Guide will give you detailed information on: 
 

Å how to install and run F9  
 

Å the Excel basics you need to know while using F9  
 

Å what F9ôs menu items and toolbar buttons mean  
 

Å how to link F9 to your company GL database  
 

Å how to manipulate and analyze your data  
 

Å how to build any conceivable financial report using F9 tools  
 
 

How Do You Want to Use the F9 Userôs Guide? 
 

The F9 Userôs Guide was designed to be used a few different ways. Choose the way 

that matches: 
 

Å the tasks you need to accomplish  
 

Å your time frame  
 

Å your skill set  

 
So, how do you want to use the F9 Userôs Guide? 



2 CHAPTER 1: Using the F9 Userôs 

Guide Is the F9 Userôs Guide for You?  

 

 
Learn F9, Then Build F9 Financial Reports  
Learn all the basics of F9 before you begin creating your financial reports. Look at the 

Quick Tour PDF that was installed into your F9 Program folder to 
 

Å  Get up to speed on F9 and Excel basics.  
 

Å  Become intrinsically familiar with F9 functions and their parameters.  
 

Å  Start building F9 financial reports using step-by-step tutorials.  
 

Å Do it better. Use advanced tools and features that do the work for you.  

 
Just Build F9 Financial Reports ï My Deadline is NOW!  
You want the bare essentials to get going now. You got it! 

 
Å Install and open F9.  

 
Installing F9 @  Page 3.  

 
Å  Chapter 2: Do it. Follow the tutorial and build your report. And if you need 

more information, follow the links provided in each step.  

QuickStart_Chapter_2.pdf
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Introducing F9 
 

 
Bring General Ledger data to your spreadsheet for 
analysis and reporting  
 
F9 extends the functionality of Excel by adding a 
unique set of GL-specific formulas and commands 
to your spreadsheet. Install F9 and direct it to your 
GL data for instant, automated access to your 
financial data. 
 
The F9 reports you build are spreadsheet files: 
 
Å Access all companies, accounts, years and 

budgets by linking any cell in your spreadsheet to 

any balance in your general ledger.  
Å Utilize all your spreadsheet skills to create the 

custom financial reports your business requires: 

rolling 12-month P&Ls, Balance Sheets, key 

business rations, departmental reports, etc.   
Å Each time you recalculate your spreadsheet, 

dynamic numbers are automatically calculated.  

 
 
 
 

Installing F9 
 

 

System Requirements 
 
Generally, any computer that runs Excel versions 

2000 up to 2007 can run F9. Minimally, your 

system will need the following: 
 
Å Windows 2000, XP, or Vista.  
 
Å The latest service packs or patches for Excel 

and Windows, available from the Microsoft 

website.  http://  windowsupdate.microsoft.com.  
 
Å System requirements for Windows and Excel.  

 
Optimal System Requirements 
 
The more powerful your computer (ie, faster CPU, 

more RAM) and the faster your network, the better. 

 

Install F9 With Confidence 
 
1 Exit Excel if necessary.  
 
2 Most F9 installations are available from:    
http://www.f9.com/downloads/index.aspx    

3 In the case of F9 Professional, an F9 CD will 

contain the install.exe. Run the install from the 
download or F9 CD. 

4 F9 Setup prepares the InstallShield Wizard for 

setup.  

 

http://windowsupdate.microsoft.com/
http://windowsupdate.microsoft.com/
http://www.f9.com/downloads/index.aspx
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5 InstallShield Wizard opens.  

 

 

6 Click Next. Read the F9 License Agreement. If 

you agree to the terms, click Yes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
7  Setup installs the F9 V4.5 files. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8  Next the Licensing Service is installed. 
 
 
 
 
 
 
 
 
 
 
 
9  Setup is complete. Click Finish and a Readme PDF 

file specific to F9 for your accounting system will be 

opened. If you do not have Adobe Reader installed you 

will see this dialog first enabling you to download the 

latest Adobe Reader. 
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Opening F9 
 
 
F9 is comprised of the following three components: 
 
Å An Excel spreadsheet component.  
 
Å A component that communicates with your GL 

data.  
 
Å The F9 application. This program manages the 

conversation between Excel and your GL.  

 

 

Attach F9 to Excel 
 
Open F9 whenever you open Excel!   
 

Make a permanent, automatic link between F9 and 

Excel.  
1 Open Excel.  
 
2 From the Excel menu, select Tools|Add-Ins.  

 

Starting F9 
 
1 Select Start|Programs|F9 4.5|F9.  

 

 
 
 

2 F9 instructs Excel to open. You will see a dialog 

box which displays the time left in the 30 day trial 

period. Once activated this dialog will not be 

displayed again. For details regarding the trial 

period and activation, please refer to the ReadMe 

PDF file which was installed in the specific 

subfolder of  C:\F9v45 applicable to your 

accounting system. After clicking Ok on the trial 

dialog, an F9 splash screen may open in front of the 

Excel spreadsheet.  

 
 

3     Do one of the following: 
 

Å    Click the F9 - The Financial Reporter checkbox. 
 

Å If F9 - The Financial Reporter isnôt listed as an 

available Add-In, click Browse to locate the C: \ F9 

or C: \ F9v45  directory. Select f9.xll  and click OK . 
 
 
 
 
 
 

 
3     An F9 menu and toolbar are added to Excel. 
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F9 - The Financial Reporter will now appear 

checked in the Add-Ins list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4 Click OK .  
 
 
 
 
 
 

 

5 The F9 splash screen appears and disappears.  
 
6 Ensure Excel attached F9 as an Add-In. Look 

across the Excel menu bar: if the F9 menu appears 

between Window and Help, F9 was successfully 

attached as an Add-In.  

 
 
 
Create an F9 Shortcut on Your 
Desktop  
 
An F9 shortcut for simple, one-step access!  
 
If you donôt want F9 opening every time you open 
Excel but you do want the convenience of F9 and 
Excel opening simultaneously, then create an F9 
desktop icon to give you that simple, one-step 
access. 
 
1 Select Start|Programs|F9 4.5|F9 and right click. 

 
2 From the menu, select Send To|Desktop (create 

shortcut). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3 Click on your desktop to see the new F9 

shortcut icon.  
 
4 Double click on the F9 shortcut icon to open 

F9 and Excel.  
 
    Are You Comfortable with Excel?   

 

    Å No.   Then   learn   the   basic Excel concepts 
 

    required for successful F9 report building.  
 

 

   Excel Prerequisites @  Page 7.   
 

   
Å    Yes. You are ready to check F9ôs connection to 

 

Now, each time you open Excel, F9  

your General Ledger data.   
 

     
 

also opens. 

  F9 and Your Company GL Data @  Page 19. 

 
 

   
 

7
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Excel Prerequisites 

 
Maximize F9: know these Excel basics!  
 

Build fast, dynamic spreadsheets using F9 and the 

following basic Excel concepts: 
 
Å Manual Recalculation  
 
Å Keyboard Shortcuts  
 
Å Resizing Cells  
 
Å Cell Referencing  
 
Å Copying Cells  
 
Å Autofilling  
 
 
Manual Recalculation 
 
When you open F9, F9 automatically sets Excel's 

Calculation to manual. F9 does this in order to 

improve response time ð especially when building 

new reports! 
 
If Calculation is set to automatic, every time you 
edit a cell all open spreadsheets will be recalculated. 
For a large report this can take a long time. 

Changing the setting to manual allows you to make 
as many changes as you need before recalculating 
everything at once. 

 
Important! Always leave this set to Manual Calculation. 

 
To check the calculation settings or reset manual 

recalculation: 
 
1     Open F9 OR open Excel and attach F9. 

 

 
2     From the Excel menu, select Tools|Options. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3 Select  the Calculation  tab.  If  it  isnôt  already 

 

selected, click the Manual radio button. 
 

4 Click OK .    
 

Keyboard Shortcuts 
 

 
A key to fast reporting! 
 
The following table lists the minimum keyboard 
combinations you need know to:  
Å move around your spreadsheet;  
 
Å edit the contents of a cell;  
 
Å assign absolute and relative cell references; and,  
 
Å calculate cells, spreadsheets and workbooks.  



 
 
 
 

 
Table 1: Function Keys  
Press To 

  

Enter Complete a single cell edit, recalculates it 
 and jumps to the cell below. 
  

Shift Enter Complete the cell edit, recalculate it and 
 jump to the cell above. 
  

Tab Jump to the cell to the right. 
  

Shift Tab Jump to the cell to the left. 
  

Esc Exit edit mode without making changes. 
  

F2 Edit  the  active  cell.  Move  the  cursor 
 where you want to edit and Click. Press 
 Enter to recalculate. 
  

Shift F3 Open the Excel Function Wizard. 
  

F9 Calculate  every  spreadsheet  in  every 
 open workbook. 
  

Ctrl Alt F9 Calculate every spreadsheet in only the 
 active workbook. 
  

Shift F9 Calculate  just  the  active  spreadsheet. 
 Use  Shift  F9  if  you  have  formulas  on 
 other  sheets  that  you  do  not  want 
 recalculated. 
  

F4 Assign the absolute and/or relative to cell 
 references. 
 Making a Cell Reference Relative or 
 Absolute @  Page 10. 
  

 

Resizing Cells 
 
Automatically resize the cells in your spreadsheet. 

This is especially important when working with F9 

formulas!  
1 Open F9 OR open Excel with F9 attached.  
 
2 Type or paste a few numbers into some of the 

cells.  
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3 Click the Select All button.  
 
 
 
 
 

 

4 From the Excel menu, select   
Format|Column|Autofit Selection. All columns 

are adjusted accordingly. Or move your cursor over 

a column boundary, and when your cursor becomes 

a resizing tool, double click.  

 
 
 
 
 
 
Cell Referencing 
 
Cell referencing is integral to creating fast, flexible 

F9 reports. F9 is at its most dynamic when F9 

formulas are made up of referenced cells. 

 
What is Cell Referencing? 
 
Cell referencing is all about identifying and linking 

a cell ï and its assigned data ï to: 
 
Å another cell in the same spreadsheet;  
 
Å another cell in a different spreadsheet; or,  
 
Å directly to your GL.  
 
A cell is identified by its coordinates ï its column 

letter and row number ï for instance: A2, B4, etc. 
When an F9 formula uses cell references, it is the 
cell's coordinates that are referenced and, in turn, 
the actual data assigned to the cell. 
 
When a cell containing an F9 formula is in edit mode, 

you see that the F9 formula is made up of a list of cell 

references. Each cell reference does two things: it 

replaces a parameter in the formula and it represents 

the original location of the cell containing 
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the parameter. Properly referencing an F9 formula 

can take the formula from this: 
 
� �1�*�/���%�6�3�(�&���³�P�D�L�Q���D�F�F�R�X�Q�W�´���´�������´���´�����´�����´�W�K�L�V��

�P�R�Q�W�K�´���´�V�D�P�L�Q�F�´���´���������´���´�7�\�S�H�����´���´�8�6�'�´�� 
 
to this! 
 
 
 
 
 
 
 
 
 

 
Once the formula is calculated, a balance is 

returned, a balance that reflects the cell-referenced 

parameters you selected. 
 
 
 
 
 
 
 
 
 
 
 

 
This way, when the data assigned to a particular cell 

changes, the data in any formula that references that 

cell is modified automatically. 

 
What about those formulas that donôt use cell 

references ï you know, those formulas that 

have parameters typed right in the formula? 
 
Get ready to manually modify each and every one! 
 
Use the power of cell referencing!  

 

 
Relative and Absolute Cell 
Referencing  
Cell references: 
 
Å are either absolute or relative references;  
 
Å replace parameters in your F9 formulas; and,  
 
Å are characterized by a dollar sign ï $ ï before 

absolute column letters and/or row numbers.  
 
Relative Cell References 
 
A relative reference means that when a cell 
reference in a formula (or cell) is copied, Excel 
adjusts the reference according the change in the 
formulaôs position. If a cell that references A1, for 
example, is copied down a row, the reference 
changes to A2. If it is copied a column to the right 
the reference becomes B1. 
 
This is ideal when formulas need to be repeated 

down columns or across rows. If a formula 

references cells within the same row or column, the 

formula needs to be typed only once, then copied. 
 
The power of F9 lies in entering important 

information as few times as possible. As a result 

your GL formulas will need to reference a specific 

cell no matter where the formula is copied. 
 
Use a dollar sign ($) before a row or column 

reference to indicate to Excel that the letter or 

number should remain the same, e.g. $A10, or C$9. 


